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A6STBACT 

The general purpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the administrative assisting occupation. 
The document opens with a brief introduction followed by a job 
description. The bulk of the document is presented in table form. 
Nine duties are broken down into a number of tasks and for each task 
a table is presented, showing: tools, equipment, materials, objects 
acted upon; performance knowledge (related also to decisions, cues 
and errors); safety — hazard; science; math— number systems; and 
communications. The duties include: coordinating application of 
government rules and regulations and personnel procedures; 
supervising work; conducting research reports; organizing staff 
meetings, orientations, conferences, or conventions; building good 
public relations; purchasing office equipment and supplies; preparing 
for business trips; and processing correspondence. Appended are lists 
of precautions for safety hazards and standard office supplies. 
(BP) 



4t4t«««« ♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ ♦♦♦♦♦♦♦♦♦♦♦♦ 

♦ Documents acquired by EEIC include many informal unpublished ♦ 

♦ materials not available from other sources. EBIC makes every effort ♦ 

♦ to obtain the best copy available, nevertheless, items of marginal * 

♦ reproducibility are often encountered and this affects the quality ♦ 

♦ of the microfiche and hardcopy reproductions ERIC makes available ♦ 

♦ via the ERIC Document Reproduction Service (EDRS). EDHS is not ♦ 

♦ responsible for the quality of the original document. Reproductions ♦ 

♦ supplied by EDRS are the best that can be made from the original. ♦ 



ERIC 



1 1 



9) 



I ^ 

18 

o ■ ] 
ERIC-' 



<; Co 




I 



a O 
a ot 
Uj u. 



< a o 

Ul 4 Ul 

X U. H 

u. «> 3 a 

K» K : 
ui 2 *- 

** HI « 



5 z ujt; 

J ZO V - ii 
" O a -J u> ;J 

]h05z? 

^ < * < 

,< > u O Z 
f O u. UJ r O 

* o z J; c 



* - n u. 

J S ^, y 



^lU t < z^ 
> X H H UJ o 

: H 4 ^ «/) UJ 



AN ANALYSIS OF THE ADMINISTRATIVE ASSISTING OCCUPATION 



Developed By 



Karen Hoskinson 

Instructor, Administrative Management 
Westland High School 
Grove City, Ohio 



Dorris R. Thompson 
Instructor, Intensive Office Education 
Wilbur Wright High School 
Dayton, Ohio 



Irene L. Godfrey 
Consultant 
City National Bank 
Columbus, Ohio 



Occupational Analysis 
E.P.D.A. Sub Project 73402 
June 1, 1973 to December 30, 1974 
Director: Tom L Hindes 
Coordinator: William L. Ashley 



The Instructional Materials Laboratory 
Trade and Industrial Education 
The Ohio State University 



'The activity which Is the subject of tliis 
report was supported in whole or in part by 
the U.S. Office of Education, Department of 
Health, Education, and Welfare. However, 
the opinions that are expressed he"*;-* do not 
reflect the position or policy of the U.S. 
Office of Education, and no official endorse- 
ment by tlie U.S. Office of Education should 
be inferred." 



TABLE OF CONTENTS 

Foreword ^ 

Preface • 

Acknowledgment 

Job Description 

Duties 

A Coordinating Application of Government Ruies and Regulations 1 

B Supervising Work 4 

C Coordinating Personnel Procedures 9 

D Conducting Research Reports 16 

E Organizing Staff Meetings, Orientations, Conferences or Conventions ... 26 

F Building Good Public Relations • 29 

G Purchasing Office Equipment and Supplies 34 

H Preparing for Business Trips 40 

1 Processing Correspondence 44 

Safety Hazards 53 

Standard Office Supplies 55 

s 



ERLC 



FOREWORD 



The occupational analysis project was conducted by The Instructional Materials Laboratory, 
Trade and Industrial Education, The Ohio State University in conjunction with the State 
Departn^ent of Education, Division of Vocation*-* Education pursuant to a grant from the U.S. 
Office of Education. 

The Occupational Analysis project was proposed and conducted to train vocational educators 
in the techniques of making a comprehensive occupational analysis. Instructors were selected 
from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education 
to gain experience in developing analysis documents for sixty-one different occupations. Repre- 
sentatives from Businesr., Industry, Medicine, and Education w^e involved with the vocational 
instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning and development 
of the project strategies. The analysis process was based on sound principles of learning and 
behavior. Phase two was the identification, selection and orientation of all participants. The 
training and workshop sessions constituted the third phase. Two-week workshops were held 
during which teams of vocational instructors conducted an analysis of the occupations in which 
they had employment experience. The instructors were assisted by both occupational consult- 
ants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational instructors capable of 
condulting and assisting in a comprehensive analysis of various occupations. Occupational anal- 
ysis data were generated for sixty one occupations. The analysis inlcuded a statement of the 
various tasks performed in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema- 
tics, science and communication needed for successful performance in the occupation. The 
analysis data provided a basis for generating instructional materials, course outlines, student 
performance objectives, criterion measures, as well as identifying specific supporting skills and 
knowledge in the academic subject areas. 

V 
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PREFACE 



Administrative Assistant covers duties very clerical in nature to more administrative 
and supervisory duties very specialized in nature. The scope of this occupation 
depends upon the size and kind of business. It crosses all other occupational areas. 

Since there is much ambiguity in the title, this analysis views the person in thjs 
job as a "right hand man" to a superior. The person will receive directives ana^ 
carry them out at the discretion of a superior. This does not preclude that the 
assistant will not have some decision making power. 

This analysis has been classified into nine major areas that seem to define the broad 
areas of duties that such a job might require. (See Duty Statements). The assistant 
could very well be responsible for effecting one or more of them. 

As this occupation is not an entry level one for a high school graduate (work experi- 
ence, post secondary education or both required), it is assumed that the person 
functioning in this role has a general background in basic math skills and concepts; 
a good command of the English language; an understanding of data processing tech- 
niques; an understanding of office skills (typing, filing, math-oriented machines, 
reporduction processes, dictating equipment); and a feeling for people either for working 
with them or manipulating them. 
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JOB DESCRIPTION 



The Administrative Assistant aids or relieves the executive through planning, organizing, executing and 
evaluating office functions that are directly related to general or specialized business operations. 

Job duties include: Processing correspondence; conducting research; supervising work; coordinating personnel 
procedures; organizing staff meetings, conferences and conventions; purchasing office 
equipment and supplies; coordinating application of government regulations; building 
good public relations; preparing for business trips 
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Coordinating Application of Government Rules and Regulations 

1 Prepare for implementation of government rules and regulati 

2 Act as liason between company and government 
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Duty B Supervising Work 

1 Plan work to be completed 

2 Schedule work flow 

3 Direct work in process 

4 Evaluate work 
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Duty C Coordinating Personnel Procedures 



1 Advertise and post job openings 

2 Staff the office 

3 Arrange in-service training 

4 Supervise attendance 

5 Solve personnel problems 

6 Conduct performance and salary review 
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Duty D 



Conducting Research Reports 



1 


Identify content of the study 
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Collect information 
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Gather statistical data 


4 


Analyze and report data 


S 


Make an outline 
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Write the first draft 


7 


Make illustrations 
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Revise report 


9 


Finalize report for reproduction 
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Duty E Organizing Staff Meetings, Orientations, Conferences, or Conventions 

1 Prepare for staff meetings or orientations 

2 Prepare for conferences or conventions 
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Duty F Building Good Public Relations 

1 Publish a house organ 

2 Prepare for office tours 

3 Seek professional involvement 

4 Participate in community affairs 
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Duty G Purchasing Office Equipment and Supplies 

1 Identify and state needs for equipment and supplies 

2 Select supplier 

3 Place the order 

4 Receive the equipment and supplies 

5 Disburse funds for equipment and supplies 
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Duty H Preparing for Business Trips 

1 Prepare itinerary 

2 Arrange for travel costs 

3 Prepare expense reports 
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Duty I Processing Correspondence 



1 


Type letters and memorandums 


2 


Reproduce written correspondence 


3 


File correspondence 


4 


Mail correspondence 


5 


Dictate correspondence 


6 


Follow-up correspondence 


7 


Proofread correspondence 


8 


Compose letters and memorandums 
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SAFETY HAZARDS 

The occurrence of hazards in an office cannot readily be predicted. There are precautions an indivi- 
dual should take to prevent as many hazards as possible. Below is a list of these precautions. 



1 Always turn off equipment when not in use 

2 Do not use frayed cords 

3 Do not use extension cords excessively 

4 Do not overload circuits 

5 Use properly grounded plugs 

6 Keep cords out of walkways 

7 Turn off equipment when adjusting or 
repairing parts 

8 Turn off electricity during electrical storms 

9 Report loose carpet or tile 

10 Do not lean back on chairs 

11 Do not use broken chairs 

12 Do not open two file drawers at once 

13 Do not leave open drawers and doors 

14 Cover rough edges of furniture 

15 Handle properly sharp objects and equipment 

16 Watch hair around machine 

17 Do not w^ar dangling jewelry and loose 
clothing around machines 

18 Handle paper carefully 

19 Have first aid supplies available 

20 Practice safety procedures during bomb scares 
hurricanes^ floods, tornadoes, fires, robberies 

21 Follow security procedures in locking up the 
office 

22 File paper properly 



1 Electrical fire, machine damage 

2 Shock, electrical fire, blown fuse, machine damage 

3 Blown fuses, bodily injury 

4 Blown fuses 

5 Blown fuses, machine damage 

6 Bodily injury, machine damage 

7 Shock, machine damage 

8 Fire, machine damage, bodily injury 

9 Bodily injury 

10 Bodily injury, machine damage 

11 Bodily injury 

12 Bodily injury, equipment damage 

13 Bodily injury 

14 Bodily injury, clothes damage 

15 Bodily injury 

16 Bodily injury 

17 Bodily injury, clothes or jewelry damage, machine 
damage 

18 Paper cuts 

19 Result in unnecessary infections, etc. 

20 Bodily injury, property loss, death 

21 Property loss, office being broken into 

22 Loss of important documents, law suit 




SAFETY HAZARDS 
(continued) 



23 Keep liquids, grease and foods away from 
paper work 

24 Report loose fixtures for repair 

25 Do not try to fix anthing that is beyond 
worker's comprehension; call repairperson 



23 Loss or damage to important documents 

24 Bodily injury, machine damage 

25 Bodily injury, nrtachine damage 



STANDARD OFFICE SUPPLIES 



Supplies used in an office are standard to an extent. In order that there be a common understanding of 
what is meant by standard office supplies, the following list has been compiled. It should be recognized 
that all of these supplies will not be used in every task but some of the supplies will be used in all tasks. 

Paper-letterhead, second sheets, bond, notebook, duplicating, carbon 
Pens, pencils, coding pens, marking pens 
Scissors 
Letter opener 

Stapler, staples, staple remover 

Paper clips 

Tape dispenser, tape 

Thumb tacks 

Ruler 

Calendar 

Note pad 

Rubber bands 

Correcting supplies-fluid-eraser, exacto knives 
File folders 
File folder labels 
File drawer labels 

Pilp nitirlpc 

Typewriter ribbons 

Math-oriented machine (calculator) ribbon or paper tape 

Reproduction masters 

Paper cutter and paper puncti 

City, company and personal telephone directories 

Envelopes 

Office forms-memos, invoices, purchase orders, etc. 
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